INDEX TO VOLUME 9 SUPERVISORY 


JANUARY through DECEMBER 


“| MANAGEMENT 





Articles 


(A) Indicates Arbitration Case 
(D) Indicates Digest 
(C) Indicates Case 


Absenteeism 


Absenteeism and _ the 
Theory (D) . 
The Birthday Absence (C).... Apr. 


Alcoholism 
What to Say to An Alcoholic... Jan. 


Appraisal 


What to Say to An Alcoholic... Jan. 
The Disciplinary Interview (D) Apr. 
The Supervisor's Three Tough- 

est Communication Prob- 


lems: No. 3 Appraisal May 2 


Cause for Dismissal (C) Jun. 
Improving Work Operations: 
One Company’s Approach 
(D) Jul. 
When An Employee Becomes A 
Problem 
Don’t Underestimate 
Workers 
When You Have to Fire a Man 
(D) 
Build a Winning Team With 
Better Appraisals 


Arbitration 


IF You WERE THE ARBITRATOR: 
Verbal Misunderstanding 
The Reneged Resignation 
The Abrupt Discharge 
The Bear Hug 
The Lenient Supervisor ’ 
The Lazy Meter Readers...... Jun. 


Controllable Circumstances ... Aug. 
The Silent Contract 

Still on Probation 

Interrupted Overtime 

Unqualified or Unwilling? ..... 


Automation 
(See also Technology) 


What Industry Hopes to Learn 
From Nature (D) 

What Punched Cards Can do 
(D) 

The Telephone Grows Up (D) Sep. 


Boss-Supervisor Relationships 


Is Your Idea Worth Trying? 
(D) 

You’ve Got the Ball . . . Now 
Rus With Itt... cacestsotes 

Keeping Your Boss Informed 


DECEMBER, 1964 








Cases 
No Faith in Faith (Nov. 1963) 
EMORRORR os ook acd dugene Jan. 36 
Double Jeopardy (Dec. 1963) 
le a Feb. 36 
EOSELS WOEDETS. ...... ose ere veiesis Jan. 34 
BPISOUSBION: os5k cd aieee Sm ats Mar. 29 
A Plain Case of Sabotage ..... Feb. 34 
ERRORS * 5-5 Wars aa siete Apr. 36 
The Case of the Insincere Super- 
MUTE oars: a2. Siai'v' @ ordre X wie a were Mar. 27 
PPISCUSSION 2. os eccsescsces May 31 
The Birthday Absence........ Apr. 34 
PRIGOMSSION .. occ twee sive Jun. 33 
The Third Musketeer ........ May 29 
Discussion ............06. Jul. 35 
Cause for Dismissal ......... Jun. 31 
Discussion ............... Aug. 29 
How Fair Is Fair? ........... Jul. 33 
EPSCBRMION c.cccccs cove sas Sep. 31 
A Private Affair? ............ Aug. 27 
Discussion ............... Oct. 36 
Invitation to Lunch ......... Sep. 29 
Discussion ............... Nov. 31 
The Camel’s Back ........... Oct. 34 
Discussion ..............- Dec. 30 
The Eager Beaver ........... Nov. 29 
The Coffee Crisis ........... Dec. 28 
Communication 


(See also Interdepartmental Rela- 

tionships; Motivation; Training) 
Verbal Misunderstanding (A).. Jan. 17 
Five Keys to Better Letter Writ- 


IDE)” 5. 5.S.seswnamdogew aes Jan. 30 
Danger Spots in Grievance Han- 

CUE HED): 6 occas evedaaese-s Jan. 47 
Is Your Idea Worth Trying? 

(eer es Jan. 48 
Are You Listening? (D) ...... Jan. 51 


Why Delegation Goes Wrong.. Feb. 4 
Management Specialists Can 

Help You ... If You Let 

MUMEMENY «5.5 .4-0.0 0 b-saewlonere aie on Feb. 17 
Five Ways to Misuse an Expert Feb. 19 
The Supervisor’s Three Tough- 

est Communication Prob- 


lems: No. 1 Persuasion..... Mar. 4 
Unfriendly Persuasion ....... Mar. 9 
The Case of the Insincere Super- 

WROTE MNS). o5:c05c a weeuniee Mar. 27 


Some Tips on Interviewing (D) Mar. 38 





Don’t Be Afraid to Read Your 
SPCKCD GD) iiicicvss saecae 
How to Survive A_ Systems 
AERIS <c< «a. 69a pial gree aie 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training....... 
Watch Your Telephone Manners 
The Disciplinary Interview (D) 
How to Plan and Conduct an 
Effective Meeting (D) ..... 
Memo to a New Supervisor... . 
When You Can’t Tell Them 
EVER 5 orien ks preehtveresis 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal ...... 
Training: Do You Know Your 
COONS, PF iaieis hase6 eh oaiemeee 
Part Fes Wr oie cdicte etis. x 
Make Your Reports Talk For 
MANE EID Sinn cheneswiieaes 
Settling Grievances Where 
There Is No Union ........ 
The Gripes of Wrath .....%.. 
The Three Levels of Listening. . 
What Is Readability? (D)..... 
Are Your Memos on Target? 
EDs ce dayavca anes tye aleueta siete 
Priorities: Key to Better Work 
BONCGUINE 6 66.5 bese ewea aes 
How to Put Ideas to Work 3. 
Getting Your Ideas Accepted 
When An Employee Becomes A 
Le eee we eee 
Teaching Means Helping People 
to: Leeann GD) ie.i5 oe bisie 60 
Some Tips on Writing Better 
OOPS 00D) cower sees 
Silence Is Golden (D)........ 
Make Those Meetings Pay Off. 
Five Ways to Distract Any Au- 
NOE ois. is Ha eae Rees 
Four Steps to Better Grievance 
POMC <n cic's Oucanieewees 
How to Write a Job Reference 
GY no) a:5 ow re te a eee es 
Keeping Your Boss Informed 
ERs. ccctats so. eig sop de wwiete Siete 
The 5 Basic Elements of Report 
Wine 0D): iaikwwaieiees's 
Meetings: Make Your Partici- 
mavon COMUNE iii wrias ose 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


44 SUPERVISORY MANAGEMENT 





Mar. 


Apr. 


Apr. 


Apr. 
Apr. 


Apr. 
May 


May 


May 


Jun. 
Jun. 


Jun. 


Jul. 
Jul. 
Jul. 
Jul. 


Aug. : 


Aug. : 


Sep. 
Sep. 
Sep. 
Sep. 
Sep. 
Oct. 
Oct. 
Oct. 
Oct. 


Oct. 


Oct. 


41 


“Iw 


aN rN 


50 
10 


16 





How to Improve Communica- 
tion Between Shifts (D) .... 

Are Your Safety Signs Doing 
Their Job? (D) 

Build a Winning Team With 
Better Appraisals .........- 


Cost Control 

A New Way to 
Damage (D) 

Six Copies, Please (D) 

The High Cost of Company 
Scrounging (D) 

3 Steps to Better Preventive 
Maintenance (D) 

What to Do When Costs Climb 
Higher (D) 

Improving Office Methods (D). 

To Cut Costs But Not Quality— 
Be Your Own Value Analyst. 

Plant Lighting: The Advantages 
of Planned Maintenance (D) 

Cutting Costs: Get Everyone 
Into the Act 

What It Takes to Make Training 
Pay Off (D) 

New Systems: What You Can 
Learn From Other Compa- 
nies (D) 

Your Stake In 
Safety 

8 Ways to Prevent Office Theft 
(D) : 

Improving Work Operations: 
One Company’s Approach 
(D) 

The Maintenance Costs 
Shouldn’t Have (D) 

10 Costs You Can Reduce 
Through Better Planning ... 

The Price of Poor Housekeeping 

Three Ways to Measure Clerical 
Performance (D) 

How to Cut Back Overtime 
Costs (D) 

Paperwork Management: How 
Well Do You Rate? ....... 

The Camel’s Back (C) 

New Man In _ Industry: 
Value Engineer (D) 

Cutting Costs With Temporaries 


Reduce Fire 


Off-the-Job 


Jan. 
Feb. 


Feb. 


Feb. 


Mar. 3: 
Var. 53 


Apr. 


Apr. 5 


May 


May 


May 
Jun. 


Jun. 


Jul. 


Jul. 


Aug. 
Aug. 


Sep. 


Sep. 


43 


12 
34 


53 


44 


Overstaffing — Or How to Live 


Dangerously 


Counseling 


What to Say to An Alcoholic. . 

Identifying Emotionally Dis- 
turbed Employees (D) 

How to Survive a Systems 
Change 

rhe Disciplinary Interview (D) 

The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal 

Settling Grievances 
There Is No Union 

When An Employee Becomes A 
Problem 

Don’t Underestimate 
Workers 

When You Have to Fire a Man 


Where 


Older 


Creativity 

Is Your Idea Worth Trying? 
ee 

You’ve Got the Ball .. . Now 
Run With It! 

Constructive Conflict 

The Case of the Insincere Su- 
pervisor (C) 

To Cut Costs But Not Quality 
; Be Your Own Value 
Analyst 

Cutting Costs: 
Into the Act 

Why Don’t We 
Way? (D) 

How to Put Ideas 
1. What Goes Into 
Idea 

How to Put 
2. How to 
Need 

How to Put Ideas to Work 
3. Getting Your Ideas Ac- 
cepted 

Keep Those Suggestions Com- 
ing (D) 


Get Everyone 


Try It 


to Work 
A New 


Ideas to Work 
Get Ideas You 


Decision-Making 
(See also Problem-Solving) 


You’ve Got the Ball .. . Now 
Run With It! 


(A)—Arbitration Case; (D)—Digest: (C)—Case 


DECEMBER, 1964 








Constructive Conflict 
How to Improve Your Decision- 
Making (D) 


Ethics and the Supervisor .... 

Delegation 

Need More Time? . . . Here’s 
Where To.Find It ... 5.23. 


Why Delegation Goes Wrong. . 
What It Takes to Take Charge 


SUID. i ie’ avatar nara ete octet 
Are Your Subordinates Afraid 
to Make Mistakes? ........ 
How to Make a Work Distribu- 
HOR ARAIYSIS. 6 5.60600 ce were 
Why Don’t We Try It This 
RT ED) sh .scvie wo bien sowie 


Controlling Clerical Work With 
Short-Interval Scheduling (D) 
Priorities: Key to Better Work 
Scheduling (D) 
Delegation and the 
Supervisor 
Give New Assignments to Cre- 
ate New Incentive 
The Second In Command (D). 
The Time Matrix: A New Short- 
Cut for Project Scheduling. . 


Reluctant 


ee 


Discipline 
(See also Absenteeism) 


Are Your Subordinates Afraid 

to Make Mistakes? 
The Abrupt Discharge (A) ... 
The Disciplinary Interview (D) 
Discipline Is a State of Mind... 
The Supervisor's Three Tough- 

est Communication  Prob- 

lems: No. 3 Appraisal ..... 
The Lazy Meter Readers (A).. 
Cause for Dismissal (C) 
The High Price of Management 

by Guilt (D) 
Who’s Boss Around Here? (A) 
The Maintenance Costs You 

Shouldn’t Have (D) ....... 
A Private Affair? (C) 
Why Subordinates Clash (D).. 
When You Have To Fire a Man 


TOO): Secs Ole waied Posen 
Discipline: You Have to Ac- 
centuate the Positive ....... 


Aug. 
Nov. 


Jan. 
Feb. 


Feb. 


Mar. 


May 2 


Jun. 
Jul. 
Aug. 
Sep. 


Sep. 
Sep. 


Dec. 


Mar. 
Mar. 
Apr. 
May 


May 
Jun. 
Jun. 


Jun. 
Jul. 


Jul. 
Aug. 
Sep. 
Oct. 


Nov. 


Be 


51 


.7 


“os 


47 


ss 


13 
49 


18 
21 
40 
14 


20 
21 


31 


52 
13 


50 
zt 
51 
40 


4 


How to Lick That Holiday Pro- 
duction Slump 


Dismissal 


The Abrupt Discharge (A) ... 
The Lenient Supervisor (A) .. 
The Lazy Meter Readers (A).. 
Cause For Dismissal (C)..... 
Still On Probation (A) 
When You Have To Fire a Man 

(D) 


Economics For Everyday 


Labor in Europe Some 
Growing Problems 
Why Dollar Bills Look Differ- 


ent (D) 


Employee Development 
Afraid 


Are Your Subordinates 
to Make Mistakes? 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training 
Cutting Costs: Get Everyone 
REED TRO WA t's s00) e's spate ees 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal ..... 
What It Takes To Make Train- 
ing Pay Off (D) 
Training: Do You Know Your 
Goals? 
Bring Out the Best in Younger 
Workers 
Why Don’t 
Way? (D) 
Employees Must Want To Do 
Their Best 
Give New Assignments to Cre- 
ate New Incentive 
Teaching Means Helping People 
To Learn 
The Second In Command (D). 
Discipline: You Have To Ac- 
centuate The Positive 
Six Ways To Speed Employee 
Learning 
Build a Winning Team With 
Better Appraisals 
Keep Those Suggestions Com- 
ing (D) 


We 


(A)—Arbitration Case; (D)—Digest; (C)—Case 


46 SUPERVISORY MANAGEMENT 


Dec. 10 
Mar. 21 
May 23 
Jun. 21 
Jun. 31 
Get.27 
Oct. 40 
May 44 
Aug. 44 
Mar. 18 
Apr. 23 
May 4 
May 20 
May 46 
Jun. 10 
Jun. 17 
Jun. 37 
Aug. 8 
Sep. 13 
Sep. 35 
Sep. 48 
Nov. 4 
Nov. 18 
Dec. 14 
Dec. 39 





Grievances 
(See Arbitration) 

Danger Spots in Grievance Han- 
dling (D) 

Settling Grievances 
There Is No Union 

The Gripes of Wrath 

Four Steps to Better Grievance 
Handling 


Where 


Group Interaction 


Work Sampling: First Step To 
Higher Productivity 

How to Make a Job Safety 
Analysis 

Constructive Conflict 

How to Survive a 
Change 

Cutting Costs: 


Systems 


Get Everyone 

How To Make A Work Distri- 
bution Analysis 
The High Price of Management 
By Guilt (D) 

Improving Work Operations: 
One Company’s Approach 
(D) 

Why Subordinates Clash (D).. 

Make Those Meetings Pay Off. 

How To Improve Communica- 
tion Between Shifts (D).... 

How to Lick That Holiday Pro- 
duction Slump 


Health 


What to Say to An Alcoholic. . 

Identifying Emotionally Dis- 
turbed Employees (D) 

Keeping Emotionally Fit (D).. 

Danger Under the Sun 

Guarding Workers Against In- 
dustrial Noise (D) 

Rx For Tired Feelings (D)... 

When an Employee Becomes a 
Problem 

How To Live To Be 100 

A New Lease On Industrial Life 
(D) 


Hiring 
Employee _ Selection: Don’t 
Overshoot the Mark 


Jan. 


Jul. 
Jul. 


Oct. 


Jan. 


Feb. 


Mar. 


Apr. 
May 
May 
Jun. 
Jul. 


Sep. 
Oct. 


Nov. 


(A)—Arbitration 


9 


Don’t Hurry Your Hiring (D). 
Evaluating a Handicapped Job 
Applicant (D) 


Housekeeping 

A New Way to Reduce Fire 
Damage (D) 

How to Foresee Operating Diffi- 
culties (D) 

3 Steps to 
Maintenance (D) ....-..+.-. 

Built-In Safety Is the Best (D). 

The Price of Poor Housekeeping 


Better Preventive 


Induction 


Memo to a New Supervisor... . 

Bring Out the Best In Younger 
Workers 

The Second In Command (D). 


Inter-Departmental Relationships 


Specialists Can 
If You Let 


Management 
Help You... 
Them 

Constructive Conflict 

Cutting Costs: Get Everyone 
Neto UE GC occ caduwacecs 

Memo to a New Supervisor ... 

What the Supervisor Should 
Know About Company Or- 
ganization 

Are Your Memos On Target?. . 

Meetings: Make Your Partici- 
pation Count 


Interviewing 

Some Tips on Interviewing (D) 

The Disciplinary Interview (D) 

The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal 

Build a Winning Team With 
Better Appraisals 


Leadership 


Profile of a Manager On His 
Way Up (D) 

Danger Spots in Grievance Han- 
dling (D) 

Now! 

What It Takes To Take Charge 
(D) 


Case; (D)—Digest; (C)—Case 


Aug. : 


Dec. 


Jan. 
Jan. 


Apr. 


May 49 


Aug. 


May 


Sep. 


Feb. 


Mar. 


May 
May 


Jun. 


16 


15 


4 


Aug. : 


Nov. 


Jan. 


Jan. 


Feb. 


DECEMBER, 1964 





The Supervisor's Three Tough- 


est Communication Prob- 
lems: No. 1 Persuasion ... 
Unfriendly Persuasion ....... 
Are Your Subordinates Afraid 
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How to Survive a Systems 
Change 
The Supervisor’s Three Tough- 


est Communication Prob- 
lems: No. 2 Training ...... 
Cutting Costs: Get Everyone 


Into the Act! 
Discipline Is a State of Mind.. 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Apr. 


May 
May 





The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 3 Appraisal 

How to Make a Work Distribu- 
tion Analysis 

Training: Do You Know Your 
Goals? 

Bring Out the Best in Younger 
Workers 

The Lazy Meter Readers (A).. 

Your Stake In Off-The-Job 


Why Don’t We Try It This 
Way? (D) 

Employee Selection: Don't 
Overshoot the Mark 

Employees Must Want To do 
Their Best 

10 Costs You Can Reduce 
Through Better Planning.... 

The Price of Poor Housekeeping 

Give New Assignments to Cre- 
ate New Incentive 

When An Employee Becomes a 
Problem 

Three Ways to Measure Clerical 
Performance (D) 

Money and Motivation 

What’s Wrong With Our Atti- 
tude Toward Service Jobs? 
(D) 

Discipline: You Have to Ac- 
centuate the Positive 

Six Ways to Speed Employee 
Learning (D) 

Build a Winning Team With 
Better Appraisals .......... 

Keep Those Suggestions Com- 
ing (D) 


Office Management 


(See also Appraisal; Boss-Supervi- 
sor Relationships; Communication; 
Creativity; Decision-Making; Dele- 
gation; Induction; Interviewing; Job 


Description; Leadership; 


Morale; 


Motivation; Planning; Training; 


Writing) 


Need More Time? Here’s Where 
to Find It 
How to Get Less Done in More 


8 


Six Copies, Please (D) 

3 Basic Systems of Indexing (D) 

How to Survive a Systems 
Change 

Paperwork Systems Need Peri- 
odic Checkups, Too 

To Cut Costs But Not Quality— 
Be Your Own Value Analyst. 

New Systems: What You Can 
Learn From Other Compa- 
nies (D) 

Tips on Temporaries 

Eight Ways to Prevent Office 
Theft (D) 

Controlling Clerical Work With 
Short-Interval Scheduling (D) 

How to Select a Desk (D).... 

Priorities: Key to Better Work 
Scheduling (D) 

Three Ways to Measure Clerical 
Performance (D) 

Paperwork Management: 
Well Do You Rate? ........ 

Cutting Costs With Temporaries 
(D) 

Take a Look At Your Filing 
System (D) 


Personal Management 


What’s the Cash Value of An 
EGRGMIONT oc bccn cacécwwe 
This Business of Budgeting (D) 


Why Children Have Accidents. 

How Much Is Your Social Se- 
curity Card Worth? 

Danger Under the Sun 

Some Safety Tips for Boat 


What You Can Do to Increase 
Your Gas Mileage 

How to Live to Be 100 

Why Your Child May Need 
Glasses 

What You Should Know About 
Savings Bonds 

How to Catch a Cold 


Planning 


Need More Time? Here’s Where 
to Find It 

How to Get Less Done in More 
Time 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Work Sampling: First Step to 
Higher Productivity 
How to Foresee Operating Diffi- 
culties (D) 
Danger Spots in Grievance Han- 
dling (D) 
Is Your Idea Worth Trying? (D) 
How to Make a Job Safety 
Analysis 
Three Steps to Better Preventive 
Maintenance (D) 
Some Tips on Interviewing (D) 
Don’t Be Afraid to Read Your 
Speech (D) 
How to Survive 
Change 
Paperwork Systems Need Peri- 
odic Checkups, Too 
The Disciplinary Interview (D) 
Take Time to Save Time (D).. 
How to Plan and Conduct An 
Effective Meeting (D) ... 
Six Ways to Put More Life Into 
Your Job (D) 
Plant Lighting: The Advantages 
of Planned Maintenance (D) 
Cutting Costs: Get Everyone 
PIO ERE ACH oi cc iw ncncex 
How to Make a Work Distribu- 
tion Analysis 
Training: Do You Know Your 


a Systems 


RSGRIBT 0s ccs dere euune we cane 
Tips on Temporaries ........ 
Why Don’t We Try It This 

UO AOD 0 or sceen eee ene. 
Settling Grievances Where 

There Is No Union ........ 
The Critical Path Method: A 

Planning Tool for Special 

TNMORAD is 0. 4:0i.n 4,00 weit a 


Controlling Clerical Work With 
Short-Interval Scheduling (D) 
Ten Costs You Can Reduce 
Through Better Planning ... 
Priorities: Key to Better Work 


scheduling (D) 2.60.00. 
How to Cut Back Overtime 
Reet AED) ss. ssnascwer swe 
Paperwork Management: How 
Well Do You Rate? ........ 


Take a Look At Your Filing 
System (D) 
How to Lick That Holiday Pro- 
duction Slump 


Jan. 
Jan. 


Jan. 
Jan. 


Feb. 


Feb. 


Mar. 3 


Mar. 


Apr. 
Apr. 
Apr. 
Apr. 
Apr. 
Apr. 
Apr. 
May 
May 


Jun. 
Jun. 


Jun. 


Jul. 


Jul. 


Jul. 


Aug. 


Aug. 


Sep. 


Oct. 


Nov. 


Dec. 


13 


47 


50 


53 


54 


47 
10 
55 
43 
12 


50 


10 


Plant and Equipment 


A New Way to Reduce Fire 
Damage (D) 
How to Foresee Operating Diffi- 
culties (D) 
Three Steps to Better Preventive 
Maintenance (D) 
Hand Tools Can Hurt 
To Cut Costs But Not Quality— 
Be Your Own Value Analyst. 
Plant Lighting: The Advantages 
of Planned Maintenance (D) 
Built-in Safety Is the Best (D). 
Eight Ways to Prevent Office 
Theft (D) 
How to Select a Desk (D) .... 
What Industrial Adhesives Can 
Do (D) 
The Price of Poor Housekeeping 
The Telephone Grows Up (D) 


eee eee ee eee eee 


Problem-Solving 


Jan. 
Jan. 


Feb. 


Mar. 1 


Apr. 


Apr. 
May 


Jun. 
Jul. 


Jul. 


Aug. 


Sep. 


(See also Creativity; Decision- 


Making) 


How to Foresee Operating Diffi- 
culties (D) 
Danger Spots in Grievance Han- 
GE NOD 0 6.5 ccestlh 0 a. eer 
Management Specialists Can 
Help You—If You Let Them 
Constructive Conflict 
What to do When Costs Climb 


Try otee twee ee 


EEE ERD cic «sae a gna 
How to Survive a Systems 
CREE. sic) pista baie wueanae 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training ...... 
Cutting Costs: Get Everyone 
So i. Cn | ee oo reer 


Eight Ways to Prevent Office 
Theft (D) 
The High Price of Management 
by Guilt (D) 


How to Put Ideas to Work.... 
Settling Grievances Where 
There is No Union ........ 


The Gripes of Wrath......... 
Improving Work Operations: 
One Company’s Approach 
(D) 
Put Ideas to Work 2. How to 
Get the Ideas You Need.... 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Jan. 


Jan. 


Feb. 


Mar. 


Mar. 


Apr. 


Aug. 


ad 


47 


16 


33 





When An Employee Becomes A 

How to Cut Back Overtime 
Costs (D) 

Why Subordinates Clash (D).. 

Don’t Underestimate Older 
Workers 

Four Steps to Better Grievance 
Handling 

When You Have to Fire a Man 
(D) 

The Time Matrix: A New Short 
Cut for Project Scheduling . . 

How to Lick That Holiday Pro- 
duction Slump 


Productivity 


Sep. 22 


Sep. 43 
Sep. 40 


Oct. 18 
Oct. 24 
Oct. 40 


Dec. 21 


(See also Methods Improvement; 


Morale; Motivation) 

Need More Time? Here’s Where 
to Find It 

How to Get Less Done in More 


Work Sampling: First Step to 
Higher Productivity 

Why Delegation Goes Wrong. . 

Constructive Conflict 

Work Efficiency: A New Look 
At Some Old Beliefs (D)... 

Take Time to Save Time (D) .. 

How to Make a Work Distribu- 
tion Analysis 

Improving Work Operations: 
One Company’s Approach 
(D) 

Ten Costs You Can Reduce 
Through Better Planning... . 

Priorities: Key to Better Work 
Scheduling 

How to Cut 
Costs (D) 

Paperwork Management: How 
Well Do You Rate? ........ 

Don’t Overlook Subordinates’ 
Hidden Talents (D) 

How to Lick That Holiday Pro- 
duction Slump 


Back Overtime 


Promotions 


Profile of a Manager on His 
Way Up (D) 

Make Yourself a Better Man- 
ager (D) 


Jan. 4 
Jan. 


Jan. 
Feb. 


May 24 


Jul. 41 
Aug. 10 
Aug. 55 
Sep. 43 


Ger, 12 


Jan. 40 


May 39 


When You're Promoted 
Transferred 

Don’t Overlook Your Subordi- 
nates’ Hidden Talents (D) .. 


Public Speaking 


Don’t Be Afraid to Read Your 
Speech (D) 

How to Plan and Conduct an 
Effective Meeting (D) 

Six Ways to Put More Life 
Into Your Speech 

Make Those Meetings Pay Off 

Five Ways to Distract Any Au- 
dience 

Meetings: Make Your Partici- 
pation Count 


Quality Control 


(See also Communication; 


Control; Training) 

To Cut Costs But Not Quality— 
Be Your Own Value Analyst 

Employees Must Want to Do 
Their Best 

Paperwork Management: 


Retirement 


Don’t Underestimate 
Workers 


Older 


Safety 


Careless Handling: Industry’s 
No. 1 Injury Problem 

A New Way to Reduce Fire 
Damage (D) 

How to Foresee Operating Diffi- 
culties (D) 

How to Make a Job Safety 
Analysis 

Hand Tools Can Hurt 

Why Children Have Accidents. 

Built-In Safety Is the Best (D). 

Your Stake in Off-The-Job 
Safety 

How to be Fall-Safe (D) 

Some Safety Tips For 
Owners 

Individualize Your Safety Train- 
ing (D) 

Are Your Safety Signs Doing 
Their Job? (D) 


Boat 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Cost 


If Employees Complain About 
Their Safety Glasses (D) ... 


Self-Development 


Need More Time? Here’s Where 
Pop OSE | <n ee res oy 
Profile of a Manager on His 
Way Up (D) 
Is Your Idea Worth Trying? (D) 


Are You Listening? (D)...... 
You’ve Got the Ball . . . Now 
PE | 9 eee eee 


What It Takes to Take Charge 
(D) 
Don’t Be Afraid to Read Your 


MOOCCD CID) .sasd cscensane 
Paperwork Systems Need Peri- 
odic Checkups, Too........ 
Six Ways to Put More Life Into 
your Speech (DD): . cisws esis 
Make Yourself a Better Man- 
Te (Lt ay ee ke 


Keeping Emotionally Fit (D).. 
Put It In Writing 
The High Price of Management 
by Guilt (D) 
The Three Levels of Listening. . 
It's All In How You Play the 
RUNNERS 10 pcialiave A's om Sate ED 
Put Ideas to Work: 2. How to 
Get the Ideas You Need.... 
How to Improve Your Decision- 
RRARIRE TODD | oc Gin asec 
Make Those Meetings Pay Off. 
Meetings: Make Your Participa- 
POON 6 se elas 4 G tine Ces 
How Flexible Are You? (D) .. 
Don’t Be Afraid to Rock the 
POE Ss crake RyS we bee vs ate 


Dec. 


Jan. 
Jan. 
Jan. 
Jan. 


Feb. 


Feb. 


Mar. 


Apr. 


Apr. 


May 
May 
Jun. 


Jun. 
Jul. 


Aug. 
Aug. 


Aug. 


Oct. 


Nov. 
Nov. § 


Special Supervisory Problems 


What to Say to An Alcoholic. . 
Identifying Emotionally Dis- 
turbed Employees (D) ..... 
How to Survive a Systems 
MIN nace aes eels tate 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training ...... 
The Third Musketeer (C) .... 


Training: Do You Know Your 
RSORIST ron dvGubeeeeeios 
Tips on Temporaries 


Jan. 


Mar. 


Apr. 


37 


10 
14 


Bring Out the Best in Younger 
Workers 
When An Employee Becomes a 


gl ee ma 
Why Subordinates Clash (D).. 
Don’t Underestimate Older 
WH OGMOES 6. cidéosin coh cin oe 
When You Have to Fire a Man 
CIs. ain aie euiniemneme slate 
New Light On the Woman 
WE kc adacaceccemeee 


How to Lick That Holiday Pro- 
duction Slump 
Evaluating a Handicapped Job 
Applicant (D) 


Technology 
(See also Automation) 


Fuel Cells: New Source of In- 
dustrial Energy (D) 
What Industry Hopes to Learn 
From Nature (D) 
Test It But Don’t Break It (D) 
New Power on the Production 
Line (D) 
What Industrial Adhesives Can 
Do (D) 
The Telephone Grows Up (D) 


Training 
(See also Communication; 
tion; Safety) 


Careless Handling: Industry’s 
No. 1 Injury Problem 
Why Delegation Goes Wrong. . 
Hand Tools Can Hurt 
Are Your Subordinates 
to Make Mistakes? 
The Supervisor’s Three Tough- 
est Communication Prob- 
lems: No. 2 Training ...... 
Memo to a New Supervisor... 
The Emerging Blue-Collar Elite 
(D) 
What It Takes to Make Training 
PAYOR) TD) iecccesv scan 
Training: Do You Know Your 
Goals? 
Bring Out the Best in Younger 
re ten 
The Maintenance Costs You 
Shouldn’t Have (D) 


Afraid 


(A)—Arbitration Case; (D)—Digest; (C)—Case 
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Jun. 17 
Sep. 22 
Sep. 50 
Oct. 18 
Oct. 40 
Nov. 26 
Dec. 10 
Dec. 41 
Jan. 54 
Feb. 51 
Mar. 50 
Apr. 50 
Jul. 44 
Sep. 54 
Delega- 
Jan. 18 
Feb. 4 
Mar. 12 
Mar. 18 
Apr. 23 
May 10 
May 43 
May 46 
Jun. 10 
Jun. 17 
Jul. 50 





Ten Costs You Can Reduce Writing 
(See also Communication) 


Through Better Planning ... Aug. 10 
The Price of Poor Housekeeping Aug. 15 
Individualize Your Safety Train- Five Keys to Better Letter Writ- 

ing (D) Aug. 41 ing Jan. 
Give New Assignments to Cre- Put It in Writing Jun. 

ate New Incentive . . Sep. 13 Make Your Reports Talk For 
Teaching Means Helping Peo- You (D) Jun. 

pis to Lewen (D) Sep. 35 what Is Readability? (D) .... Jul. 
The Second in Command (D). Sep. 48 yaaa shoe apie esas 
Six Ways to Speed Employee ° (D) . : 


Learning Nov. 18 ame: 


Some Tips on Writing Better 
Women Workers Reports (D) 
The Third Musketeer (C).... May 29 How to Write a Job Reference 
Tips on Temporaries Jun. 14 (D) 
New Light On the Woman The Five Basic Elements of Re- 
port Writing (D) 
(A)—Arbitration Case; (D)—Digest; (C)—Case 
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